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THRUS Chief of administrstion, /-
TUBILLT S Survey fieport of the ersonnel Zection/S:/Admin.
1. PROBLEM. To re-eveluate Personnel type T/ positions within ' .

2.

3.

Livision with & view toward determining:

b.

The sppropriste lecetion, orgsnisationslly, for the vost
economic and efficient performance of essentiel “crsornel
functions, and

The minimum number of persormel estimsted to hs required
for the performsnce of such functicns.

PIGTE BEAHING CM THE PHOBIEN,

b.

Ce

This survey was limited to a brief study of the functione,
records and prococures of the Persoonel and Training Section,
SE together with such workload data as was readily svailstle,

Functions ere psrformed by five indivicduals on the “ersonneil
and Training Section T/C though two of these sctually work

in the (ffice, (hief Admin/k, and repert only to him, rather
than to the Chief, Personnel and Training : ection. (Lee

Tab i for staffing, 7/, functions and duties.)

4 study of @ F-50 and/or 5F-SZ Personnel Letions for a three
month period indicated an everags of twenty-five porsonnsl
actions per month, twelve of which were reassignments and

five promotion sctions. (‘ee 78b P for details of such
actions.; ' ’

LISCUSS IVH,

A,

The distribution of personnel funetions end duties in the
L Tivision and the menner in which they are administered
differs from other ivisions in that:

{1} Contract Lgents, “inffl aAgents, H
are processed by an individual ons elerk-typist)

on the T/ of the 'ersonmel snd Training ' ection but
reporting directly to the Chief/Admin.
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Samuity injormmiion

{2) mwwmwummw
ons individwmal in Admin. (though a case officer may

{3) The MR officer functim is velained by the Chief/Adsin,

(k) The funetions of the Cidef of Perscrmel sod Treining ere
confined in the main to Stalf Inployee personmel only.

(5) The Division Sesurity function usually found in the
Personnsl Section i perforued by the Chief/admin.

(6) 7The Positics Inventcry Record systes, in card fors,
is sbetituted for in & typeuritten list file,

Teb C indicates the personnel recosds and files maintalined within
acd outside tiw Perscumel and Training Gecticon,

mwmmmmmm;mm’musm,mwm
were dlotted sgminet projects, Hddet steticus ead
Mﬁmmwmﬁmmmﬁnmﬁ
rfo ummwwmm nllocatis mde  25X9A2
by 1B/F Adsin.

e

B

Be

It is bellevod that the functioss pertaining to

8l Agants and certain of the Com
fuactiots such ss revisving the cheack liots, Mnmmwsmm
Htarf Cantereet Officers and the Agency Contrect Offlcer should
Emnw L

mrwmwmxgmmmmwmm&mw
to the Chlef, Perscrmel and Trelnudng in order ¢o furthsr consoli~
mmmxsmmmmmmm,mw

sueh duties.

e briefing of Contract Agente cun well be sssumed by case
officers with the help and sdvice of the Perconnel and Treining
fficers and the Pinence Division of the Comtrollerts (ffice.

Al1 perganoel {ype files sbhould bde pleced under the gognizance
of the Chief, Tersonnel and Tesining Uection, which ahowld
sceryue puch benefite as increased ublliizstion of clerieal
pergconel.

4 Position Inventory Decord systes, in liesu of tha present
typevritten 1ist of T/0 slots sud incusbests, should be
installed at the sarliest possible date. The Divector of
Pargonnel, m}amwwmm@m
assistance will be made aw
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6. COURDIZATION, The comsents of the Chlef/aduin/5Z are stischbed se Teb B,

25X1A9%9a

Security Inforr:siauy

Thet the Tunctione pertaising to
and Comtwect pervecnnel be comsalideted under the Chiel, ;*emmi

and Training Sectiom.

That Contract Agpent briefing be perforzed by Case Officars snd
Branch permsconel with advice snd asaisiance Zrom ersombel and
Treining Section sud Piuasce Divislon.

Thet sll porsomnel £iles be centrelized in the Fersonnel and Qveine
ing Sectieon, 53,
That & Position Invextory Record Caed System be installsd imuedistely

on sppwovel of the new T/0 and tiet the Director of Porsonnel be rew
quested to provide technicel sssistarce in iis instaliation.

That the IEH Gffiesr function be deleymied to the Ohdef, Personnel
and Treining Section.

Trat the new T/0 for the Fevacane) and Training Section/ST be
iinited %o no zowe then tinee alota.

That the fupctions cutiiped 4o Tub T be tentatively recosnised as funge
tioas which should De placed in Persomel and Training Sectisn, BE.

That comsldoretion de glven to the ultimte eliminetice of individuel
porecuel file folders asd Position Invenicry cards be used in llew
thereot .
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